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NYCHA'’s Eligibility and Voucher Issuance

* Once an application is complete, if an applicant is eligible for EHV
assistance, NYCHA emails the applicant and caseworker an
email with the voucher, rental PIN letter, link to an online EHV
briefing video, a PDF of the EHV briefing deck and other
iInformation.

 The voucher and PIN Letter are also available online through the
NYCHA Self-Service Portal.

* The PIN letter allows for the landlord to complete and submit the
rental packet online through the Owner Extranet.

 The EHV voucher holder may also opt-out for a paper rental packet
by calling NYCHA's Customer Contact Center at (718) 707-7771.

» If the EHV voucher holder opts out for a paper rental packet, then the
PIN Letter is no longer valid, and the paper rental packet must be used
to complete the rental process.
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Locating the Voucher and PIN Letter on the
NYCHA Self-Service Portal
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Locating the Voucher and PIN Letter (1/3)

« NYCHA EHV voucher holders should log into their NYCHA Self-
Service Portal Account and click on “Manage Your Account”

Hi Mary B, welcome back.

Use this portal to manage your NYCHA account, request a transfer, adjust your rent or adjust your income

Your Section 8 Application
Your Case Number 1 2-

Your Case Status Voucher Holder Search

Head of Housenold Mary [ NENNNRRERR
Click “Manage Your
Manage Your Account J——
FEEDBACK ACCESSNYC ~ QUICKLINKS ~ NEWSLETTER

22016 - New York City Housing Authority. Disclaimer: NYCHA Is not responsible for any data transmission errors that
may occur as a result of the Internet browser or personal equipment used to access the portal.C
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Locating the Voucher and PIN Letter (2/3)

* Next, the NYCHA EHV voucher holder should click on “Lease Up
Documents” (located on the lower left-hand side of the screen)

= Case Infomation
My Case Status
Case Number First Name Last Name
- - —
My Indormation
Stage Status Sub Status
Status Date Certification Date Certified Room Size

Certified Priority

Click “"Lease Up Documents”
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Locating the Voucher and

PIN Letter (3/3)

 The voucher and PIN Letter can be found on the list of documents under the section

labeled “View/Print Documents”

« The NYCHA EHV voucher holder needs to click the “Next” button to scroll through the
list of documents until the voucher and PIN Letter become visible on the screen.

» Click on “View Document” to view the voucher or PIN Letter and print out the document.

My Lease Up Service Requests

Sefvice Type Sub-Type Status Sub-Status

........

1-0 Lease Up Rental Open Closed Briefing

View/Print Documents

Document Name Status Requested For?

Affidavit of Income for Active Family Mem... Pending Response
Third Party Verification Consent to Release  Pending Response

Affidavit of Income Cover And Instructions ~ Sent

Resolution

Expected Date Recelved by View/Print Document
NYCHA

8/3/2022 View Document

#aanz Click “Next” until the
“Approved Voucher Pin Letter” and

Approved Voucher PIN Letter Evaluated

Housing Choice Vioucher Program Voucher_. Pending Review
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Approving the Online Rental Packet on the
NYCHA Self-Service Portal
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Approving the Online Rental Packet (1/6)

« NYCHA EHV voucher holders should log into their NYCHA Self-
Service Portal Account and click on “Manage Your Account”

Hi Mary B, welcome back.

Use this portal to manage your NYCHA account, request a transfer, adjust your rent or adjust your income

Your Section 8 Application
Your Case Number 1 2-

Your Case Status Voucher Holder Search

Head of Housenold Mary [ NENNNRRERR
Click “Manage Your
Manage Your Account J——
FEEDBACK ACCESSNYC ~ QUICKLINKS ~ NEWSLETTER

22016 - New York City Housing Authority. Disclaimer: NYCHA Is not responsible for any data transmission errors that
may occur as a result of the Internet browser or personal equipment used to access the portal.C

New York Housing Authority

HOUSING
AUTHORITY



Approving the Online Rental Packet (2/6)

* Click the “Rental/Transfer Voucher Status” tab on the left side of
the screen

First Name Last Name

Status Sub Status
Certification Date Certified Room Size

New York Housing Authority



Approving the Online Rental Packet (3/6)

» Click the “Approve Rental”

abion Deta

ct Details

@ ACTION REQUIRED

Approve Rental Documents: Flease review the Owner documents below an

Start/Finish Service Type

Approve Rental 1—591- Lease Up
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Status Effective Date

Open

036033 NYCHA Fair Housing Non-Discrnimination Policy

2 with this rental.

059111 Move In j
Apartment

Section 8 Program Brochure Ll uCher
U ( 2 1 chu ¥
¥ State and City Res es for Pel 5
059 3 K Ba i n 501267 ¥ 4
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Approving the Online Rental Packet (4/6)

* This screen provides the details of the rental.

» Check the Proposed Rent and Utilities — make sure this is consistent
with what the voucher holder agreed to with the owner

» Scroll down to view the Request for Tenancy Approval form and the
Disclosure of Information on Lead-Based Paint form

Case Number Head of Household SR Numbes

RENTAL UNIT INFORMATION:

Vendor Name
Sweet Address
Rent & Utilities
Name [ ype el Type Amount Pad By Provided By Updated pdated By
Rent Rent 514.00 B8/26/2022 05 01

Heating

<+ Case Information Li ]

New York Housing Authority
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Approving the Online Rental Packet (5/6)

« Click “View Document” for both the Request for Tenancy Approval form
and the Disclosure of Information on Lead-Based Paint form and review
the documents

e Click in the box under “I Confirm” (A check mark will populate)

* Print the name of the voucher holder under “Signed By”. The first and
last name must match what is on file with NYCHA

* The system will populate the “Signed Date” field.

Stanes Documsnt Requested For? Expecied Date  ViewPrint Docusment

% ACKNOWLEDGEMENT

New York Housing Authority 12



Approving the Online Rental Packet (6/6)

o Click “Approve”.
* The system will then electronically sign both documents and submit

the online rental packet to NYCHA.
« The online rental packet will not be submitted to NYCHA until the

voucher holder approves it.

Rental Documents 1-20f
Stalus Document Requested For?  Expected Date  WiewsPrint Document
Hame
Disclosure Inf [:- Docume
Requesttor T 120472022 v ent
% ACKNOWLEDGEMENT
FEEDBACK ACCESS NYC QUICKE LINES HEWS LETTER |
L. NN
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Key Reminders for a Successful Rental

v Respond to all requests for corrections or additional information in a
timely manner

v Make sure the owner has provided contact information so NYCHA
can schedule the Housing Quality Standards inspection

v If possible, pre-inspect the unit and ask the owner any necessary
repairs before the NYCHA inspector arrives

v"Once NYCHA emails the HAP contract to the owner, the owner must
sign and return the HAP contract to NYCHA within 10 days

v' The owner must also return a fully-executed lease (signed by the tenant and
owner)

v The lease start and end dates must match the HAP contract (exceptions
are made for current tenants leasing up in-place)

v The utility obligation in the lease must match the utility obligation in the
HAP contract

14
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